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Create and View Reports (including the Award 
Notification) 

Scope 

The LEAP/SLEAP system will generate a Notification of Awards report 
that is in the layout of the Grant Award Notification Form.  The 
LEAP/SLEAP Financial Partners Channel will produce award notices and 
send them to the States/Territories. 

System References 

N/A 

Policy 

N/A 

Responsibility 

SFA LEAP Manager 

Distribution 

Ownership 

N/A 
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Activity Preface 

N/A 

Create and View Reports (including the Award 
Notification-SFA LEAP Manager 

1. Sign on to the FMS using the SFA LEAP MANAGER responsibility.  
The following Navigator Window appears: 

 

2. Double Click +Others  in the Navigator Window or Single Click 
+Others  and Click the  Button at the lower right corner of 
the Window.  The +Others  menu expands to show Request, Profile, 
Concurrent, and Change Organization. 
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3. Double Click +Requests in the Navigator Window or Single Click 
+Requests  and Click the  Button at the lower right corner 
of the Window.  The Requests menu expands to show Run, View, and 
Set.  
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4. Double Click Run in the Navigator Window or Single Click Run 
and Click the  Button at the lower right corner of the 
Window.  The Submit a New Request Window appears. 
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FYI:  Single Request is the default selection in the Submit a New Request 
Window.  This should be the way all requests are made. 

5. Click the  Button in the lower right corner of the Submit 
a New Request Window, the following Submit Request Window 
appears: 

 

6. Click the List of Values (LOV)  Button in the upper left portion 
of the Submit Request Window.  The Reports Window appears 
displaying the possible report selections. 
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7. Double Click SFA LEAP/SLEAP Grant Award Notification or 
Single Click the SFA LEAP/SLEAP Grant Award Notification and 
Click the  Button at the lower center portion of the Reports 
Window.  The Parameters Window appears. 

 

8. Click the List of Values (LOV)  Button in the upper left portion 
of the Parameters  Window, the following Award Year Window 
appears: 
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9. Select the desired award year from the list, and Click the   
Button.  The Parameters Window returns with the selected award year 
range populated in the Award Year field. 

 

10. Click the List of Values (LOV)  Button in the upper left portion 
of the Parameters  Window.  The following State Window appears: 
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11. Select the desired State from the list, and Click the  Button.  
The Parameters Window returns with the selected State populated in 
the State field. 

12. Click the List of Values (LOV)  Button in the upper left portion 
of the Parameters  Window.  The following Program Window 
appears: 
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13. Select the desired Program from the list, and Click the   Button.  
The Parameters Window returns with the selected Program populated 
in the Program field. 

FYI:  By not selecting LEAP or SLEAP in step 13 above will generate a 
notification for both programs. 

 

14. Click the   Button.  The following Submit Request Window 
appears: 

 

15. Click the  Button.  The following Requests 
Window appears: 
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16. Under the Phase column you will see the word Pending.  You must 
continue to Click the  Button in the upper left portion of the 
above Requests Window until the word Pending Changes to the word 
Completed.  After you see the word Completed under the Phase 
Column you will also see that the  Button is no longer grayed 
out. 

17. To view the report, Click the   Button.  The following 
Report: request ID Window appears:  
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18. Click the  Button to Close this Window.  This will take you back 
to the Requests Window.   

19. Click the  Button in this Window.  The Navigator Window returns. 

FYI:  Refer to the Printing Forms and Reports procedure to print 
your desired report. 

End of activity. 
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